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UPDATING AN ACCOUNT 

 
Enter the User Name and Password, then click Login 
 

 
 
Click on Account Maintenance 
 

 
 
 
 
 
 
 
 
 
 
 



 2 

 
 
Depending on the information to be updated, click on the applicable field below.  

 
 
NOTE: Each time you save the information, the system will check for errors. If there 
were errors with the information provided, you will see the below message. Click here to 
view the messages.  

 
 
The error message is shown here. You would need to click on each item relating to the 
error message, then save the information as applicable.  
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Click update to modify the address information. Be sure to save changes.  
 

 
 
Enter the information as applicable, then click Save Changes. Note: Please keep in mind 
that all changes made to an existing address will not update all your locations that use 
this Address ID. Prior updates that have not yet been approved are displayed in this 
view. 

 
To change Contact Information, click on the Contacts field 
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Click on Update to change the contact information. Note: Only Headquarter Master Users 
may update the contact information. Be sure to save changes.  

 
 
 
To change/add/delete Commodity information, click on Commodities  
 

 
 
A list of current commodities will be listed. Click on update to add or delete 
commodities. 
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Click on Add Items to insert another commodity. If you need to delete an existing 
commodity, highlight the commodity description (it will show a check mark once 
selected), then click Delete. Be sure to save any changes made.  
 

 
 
As applicable, click on each of the areas below to update your account. Be sure to save 
any changes made after making any updates or changes to your account! 
 

 
 
 
 
 
 
 
 


